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IPpl l* , . t loa  lo. 

P R E S E N T  A C C U M U L A T I O N ;  

The Office of Administrative Affairs, under the supervisian of the Deputy Canmissioner, 
is responsible for the administmtion and coordinaticm of the Administrative Services of 
the Department. Included are: 
budgeting of the disbursement of these funds, ( 2 )  the programs involving the p m c u r e m t  
of mmpcwer for the f i l l i ng  of vacant or soon t o  be vacant positions (personnel Adminis- 
traticn Unit), ( 3 )  programs involving the training (orientatian, in-staff and academic) 
of employees of the Department (Staff Developnent Unit), (4) services involving the e v d -  
uaticm and analysis of program of the Department (Program and Management Analysis Unit), 
(5) services involving the developent of new programs in the Departmnt (Planning and 
Developnent hit, (6) accounting and supportive services of the Depazlhnent (Finance and 
Services Unit). 

(1) prograns involving appropiaticm of funds and the 

11'. This f i l e  contains the following document,s (include form numbers and t i t l e s ,  if W ,  
and f i l e  arrangement). 



13. Is t h i s  t h e  Record Copy of  t h e  s e r i e s ?  

1 4 .  Is  t h e r e  a d u p l i c a t i o n  of  t h i s  series i n  another  o f f i c e  o r  agency? 
1% county LkparQmntg ,of4€amily and Children SerVi~es 

' 15. Is t h e  informat ion  contain% i n  t h i s  series ever  summarized o r  publ ished? 
Attach copy of  summary or pub l i ca t ion .  

I 

8 %  

16. Does t h e  series con ta in  c l a s s i f i e d  information '  r e q u i r i n g  s e c u r i t y  handling? 

1 7 .  Does t h e  s e r i e s  i n i t i a t e ,  amend or terminate agency p o l i c i e s  and procedures? 

18. Could t h e  func t ion  be performed i f  t h e  f i l e s  were l o s t  o r  des t royed?  

19. Is t h e  series ( o r  major p o r t i o n  o f  i t )  r e g u l a r l y  microfilmed? If y e s ,  why? 

20. Does t h e  record  series hrovide d a t a  as i n p u t  t o  an EDP f i l e ?  

21. Does t h e  r eco rd  series conta in  documentation produced as EDP p r i n t o u t ?  

< 

22. Has t h e  Federa l  Government i s s u e d  i n s t r u c t i o n s  governing t h e  r e t en t ion /d i spo-  
. .- $, 

.. 
s i t i o n  of  t h e s e  f i l e s ?  %e #24 

23. W i l l  t h e r e  be a need f o r  t h e s e  records  10. 1 5  years from now? I f  yes, what? 

2 4 .  REQUIREMENTS. The fol lowing r equ i r e s  t h e  f i l e s  t o  be kept 3 years : 

a. [ ]STATE b .  [ ISTATWE OF c.  []AUDIT d. WFEDERAL e .  []ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(C i t e  Law, S t a t u t e ,  o r  other reason f o r  t,hc re t en t ion  requirement) 

Part 205 of Chapter I1 of Title 45 of CFR (205.145) 

2 5 .  AGENCY RECOMMENDATIONS. This agency recommends t h a t  t h e  f i l e  s e r i e s  be cu t  o f f  a t  t h e  end- 
of  each -[]CALENDAR YEAR -[]FISCAL YEAR -[%OTHER ,then : 

[ 3 Hold i n  t h e  cu r ren t  f i l e s  area month(s) /  y e a r ( s ) :  
[ ] T rans fe r  t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold  year(s) :  
[ ] Destroy. 
[ ] Trans fe r  t o  S t a t e  Archives f o r  permanent r e t e n t i o n .  
[ ] Destroy immediately af ter  cu t -of f .  
[XI Other: (Spec i fy )  

( Indica te  briefly ra t ionale  for  recornendations above/or wr i te  additional remarks)  : 



I 

AlTACHMENT SHEET 
t 

%q96 FUBLIC ASSISTANCE AUTHORIZATION FILES 
bocuments relatine t o  the authcaization 
of mmetary assisuLnce (p~biic Assis- 
tance) t o  e l ig ib le  receipients i n  the 
State.  Included are: 

1. 301-Initial Authorization 
2. 302-Status Change or termination 
3.  303-Corrective Action 
4. 304-Supplemental payment 
5. 306-Adhss change 
6. 307-county hold order/Disposition 

7. 308-State d l d  order/Diswsition 
advice 

- 
advice 

8. 309-Check undelivered notice 
9. 310-Check returned by county 

10. 314-Check cancelled at Sta te  

ll. 394-394.1-Authorized for payment 
office 

t o  nursing hare vendor 
F i les  are arranged by batch n-r. 

13- 4/77 PUBLIC ASSISTANCE W E D  CHECK FILES 
bocwgnts relat ing t o  the expenditure of 
Public Assistance Monies. Included are: 
Form #326 - public Assistance Cancelled 
Check. Files are arranged numerically 
by batch nunber, then by date. 

COUNTY C0RRESPO”E FILE 73 4 7 6  Dcmments relating t o  offccial corres- 
-den- between countv Dewrtment of 
kamily and Children Se&&s and the 
State Department. Included are: 

1. form letters making corrections 
in date, address, status, s ignam 

2. letters of transfer of public 
Assistance checks 

3. miscellaneous transmittal letters 
Fi les  are arranged alphabetically by corn@. 

STOP PAYMENT FILES 

ment on a public Assistance check. 
ts relat ing to  the stopping of pay- 

Included 
are: 

1. Dept. form 104(362) 
2. county Department transmittal letter 

re: 
(form 654) 

3. Letter f m  county t o  state 
4. Letter to  bank re: 
5. Copy of public assistance check 

with original check that was cancelled 
6. Achmledgement letter fKan bank re: 

Cancellation of public assistance check 

Stop payment of public check 

Stop Pa-t 

F i le  is arranged by county. 

C u t  off mpthly; hold in current 
files are i  for one (1) year; 
transfer to  State Records Center 
and hold for two (2 )  years; then 
destroy; hawever, records shall be 
retained u n t i l  resolution of audit  
questions. 

Cut off monthly; hold in current 
files area for six (6) manths; 
transfer t o  State Records Center 
for 2 1 /2  years then destroy; 
hawever records shall be retained 
u n t i l  resolution of audit  questians 

Cut off at end of current fiscal 
year; hold in current files area 
for 1 year; transfer t o  State  
Records  Center and hold for two ( 2 )  
years; then destroy. Hc%?ever recor 
shall be retained u n t i l  resolution 
of audit questions. 

Cut off a t  end of current fiscal 
year; hold in current files area 
for 1 year; transfer to  State  
Records Center and hold for two (2 )  
year; then destroy. However record 
shall be retained u n t i l  resolution 
of audit questions. 



Cc.ntinuatian of A t t a c h m e n t  Sheet 
f 

FtJBLIC ASSISTANCE CHECK REGISTERS FILE Cut off a t  end of current fiscal 
y e a ;  hold in clnwnt files area 

public Assistance checks. Included are: for 1 year; transfer t o  State 
f m - # 3 5 3  - Geurgia State Departmnt of Records  center and hold for two ( 2 )  
Family and C h i l h  Services Check years; then destroy. However 
Register. pecoTds shall be retained until 
by county. resoluticn of audit questions. 

%-4gO- ts relating t o  the issuahce of 

, 

Fi les  are arranged by date and 

.a 


